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TO: Director of Personnel 

FROM: Chief, Records and Services Division 

SUBJECT: Revision of fable of Organization to Reflect 
Manpower Staffing and Development Requirecjenta 


1. mmm 

To establish Agency-wide policies and procedures for the 
lopleaentation on the developcamt and maintenance of tables of 
orsm^tto; —dr, otoKIne 
compliment 

2. ASSIHPTIOBS 

a. S taf fing ccsplenentN^^ will, be organized on an operational 
coepooent basis. 

b. Developsent complDsant will be organized on a career 

service basis. 

c. Staffing caaplesent will essentially remain as presently 

organised; i.e., position title, series, arid grade. 

d. Developseixt ccsapleraent will be .based on numbers of 


pos itions i i i r a --q T«j|fe - without regard to Mt.it teand series number. 

/ ***V. ' ’ 

q . Bothst y pea -~ 4 eJE^ a,yill be restricted by ceiling controls 
established a^gilar to-tSepresent ceiling controls (numbers rather 
than budgetary limitations). 


than budget 
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vllX be done 


f « All m o v e m ent of personnel to either 
fay means of personnel actions. 

g., Initiating personnel actions effecting personnel will be 


the responsibility of operating components /> 

The following types of employees will be included 



fa 

study: 


n ff'-'f 


fa 


1) AH Staff Employees 

2) All Staff Agents 

3) Details from other agencies (militaryand civilian) 
k) Details to other agencies 


i„ Deputy Directors and Beads of Career Service 9*9 are 

responsible far establishing and controlling the time an individual 

Is charged against a developmental complement « 

0 - 

j e Individuals assigned to tfe* de-nilopsaent complement ■ am . West 
be paid from either vouchered or confidential funds, 
k. Those individuals assigned to the development complement 
will be identified by categories: 

1) New employees 

2) Returnees from overseas 

3) Projected overseas assignees 
1*0 Trainee - external 

5) Trainee - internal 

6) Details out of the Agency 
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5 . WMm BEARING OR SHE BKCBXSH 

The Office of Personnel is responsible for the record 
f Taping, processing* control and repeating of all assignments of 
to and from established */0's. 

v.„ m- new <170 exsasept will change the operational procedures 
established by the Office of Personnel. 

h, mscTKsios 

a. Ctaee T/O's are established under the new doaeept, the 
first problem will be to Identify all iMivMuals according to their 
jwaenfc status; i.e., staffing caapleaent or development ccisq?lmaent. & 
.Ojp.p« ell iMividu&ls axe identified, it will be necessary to take action 
to assign them to the appreciate development complement. 

b. In order to perform the current processing after the initial 
iftme is over, the following steps are proposed: 

l) few employees (other than IAS) 

a) Operating components prepare hF -52 ass:Lgning 
the individual, to the staffing complement . 

b) This action is routed through the Career Board far 
concurrence, end then to the Office of Personnel 

c) Upon receipt by the Office of Personnel, procedures 
now being followed win retrain the same. 

d) If the operating component plans on orientation 
or training for more than thirty (30) days, when the 
Individuals enters on duty, mSf J >2 will be prepared by 
the operating component assigning the individuals to a 
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deveiopnffittt ccBgplesBut of the Career Board concerned. 

IHiis action will be routed through the Career Board for 
concurrence, and then to the Office of Personnel for 

processing. . , 

e) When the individual has completed his orientation 

and training, and is ready to ba assigned to a functional 
position, the operating component prepares saSf -52 reassign- 
ing "i'Ath to a staff complement, and then routes the action 
through the Career Board for concurrence . 

2) Kew employees (IAS) 

a) The Office of Personnel wiH prepare ®-52 
assigning these people to the Office of Bersonnel, IAS 
Bevelopaent Ccerplesrent, . and these irdivMuels will SOD 


against this cossplecsent 

b) When a permanent assignment is determined, the 
Office of Personnel will prepare a personnel action assigning 
the individual to the appropriate staffing complement. 


3 ) Returnees from overseas - PCS (who have not bsen 


reassigned to a Staffing Coaplgment) 

a) 'Upon notification that an individual has departed 
his ovex’seas station, the operating component will prepare 


aa SF-52 assisting the individual ’to the appropriate 
develo pme nt complcssent if an assignment to a staffing 


complement cannot be effected iasas&lately. 


COKfIDEHTIM- 
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b) The action is routed through the Career Board 
for concurrences. 

c) When the individual is ready to again assume 

a functional position, the gaining component will prepare 


an SF-J2 assigning him to a staffing complement T/0, 



Bo&id for eoaetarrencse and then to the Office of Persoemsl 
for processing. 

fi) In the case of a returnee fm overseas in a develop- 
ment ccaspleiaent vbo is selected for another overseas assignment. 


an SF -52 vill be 


shoving this change. 
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5) Trainees 

e) When an iMiridml is scheduled for full-ttaas 
external, or Agency tracing for periods in excess of 




SF-52 requesting assigraffient to the appropriate Career 



Board for concurrence p and then to the Office of Personnel 
for processing. 
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e) The SF-52 vlll shew the beginning and ending 
dates of the detail. Extension of detail will require 
a new SF-52. 

d.) The effective date of change from, the staffing 
complement to the development, or vice versa, will be 
shown on the SF-52 by the operating caa popen ta. 

7 ) Changes in record keeping 

a) The assignment of personnel to the development 
complement who are ln-casuals or out-casuals, as outlined 
above, will result in the abolition of the prep ar at ion of 
tm Fora - Status of In and Out Casuals, by the Records and 
Services Division. The cam of keeping the Office of 
Personnel aware of the casual and trainee situation would 
be upon the operating components, 

b) The daily report submitted to BD/P by BSD of 
returnees and departures, would also likely be abolished, 

c) The use of the development complement will not 
result in better Office of Bsrsosiael reporting where 
personnel are working than heretofer, although that has 

been a criticism leveled at the Office of Personnel in 
the past. 

8) Changes in record preparation 

a ) Question : Who will be responsible for the pre- 
paration of an initial or annual Fitness Report that is due 

while an individual is assigned to the development complement? 
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Discuss loo ; Baaed cm current regulations, the immediat e 
* au P*rvlsc<r is responsible for completion of the initial and/or 
an n u a l Witness Reports. However, vhlle assigned to a 

development complement. It is not clear who is the Individual *s 
supervisor. 

b) Question : Who will certify that conduct and service 

*» . 

are satisfactory for purposes of periodic step increases? 

Discussion: Also, it is not clear as to who is the 
individual's supervisor. 

c) Question : Who is responsible for deter mining 
the re-employability of an individual who separatee from 
a development complement? 

Discussion : Again, the Question is vho is the supervisor? 

d ) Q^stlon : Should there be an extension of the trial 
of one year of new employees to compensate for this time 
assigned to a development complement? 

Discussion s In all fairness to an individual, it 
appears desirable to evaluate him for his on-the-job 
performance, rather than time spent in training, or time 
spent in awaiting full security clearance. 

5. CONCLUSIONS 

a. The establishment of the development complement appears to 
require new policies with respect to in-and-out casual record keeping 
and reporting. Fitness Report processing, FSI processing, redefining 
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of taogth of the one-year trial period, art. determination of re- 
employability. 

b. She establis h ment of the development complement trill require 
the preparation of sore personnel actions that Is presently required. 

e. Office of Personnel trill not be in any better position to 
report where individuals are actually working than under the present 
system* Accountability is based on information contained in the 
SF -50 oar SF-52, hence, if an employee is performing functional duties, 
but assigned to the development complement, it trill not necessarily 
be known to Idle Office of Personnel. 

6 . RBCCH®OMXIOBS 

a* That policy be established on the following issue s ? 

1) Will the in-art out-casual records now mft-trrfrft-tttAit by 
the Office of Personnel be continued? 

2) Who trill prepare Fitness Reports due while an individual 
is assigned to a development complement? 

3) Who trill certify to the conduct art performance of 
indiv i d ual s for PSI purposes? 

*0 Will there be an extension of the one-year trial period 
to offset time spent by a new employee in a development cce glamen t? 

5) ® :K1 will determine the re -employability of a separatee? 
b. The procedures set forth in paragraphs 4b, above, be approved. 
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FURTHER QUBSTZOBS 

1* When an individual 1b separated for Hilitary Service, while in 
the Developaent Complement, what are his rights when be returns? (b) 
While he is in the Service? 

2. Wbate Office maintains tine end attendance records while an 
individual is in tbs Development Cooplement, if be loses his identity 
with a specific division? (if Career Hoards are responsible for 
Development Complement T/O.) 

3° Is time in Development Complement creditable toward Career Staff 
Membership? (Three years) 

it-. Who will approve XWQP on those Individuals in the Development 
Complement? 


CONFIDENTS 
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